Using the Online Course Registration System:

This guide will walk you through some basic functions of the online registration system including how to search for sections and update your course registration
through the my.Hofstra.edu portal.

Course Registration

To start making registration changes, first select “Add/Drop Classes” from the Registration menu under the Student Services section of the portal.

ﬂ' Add/Drop Classes
W Look up Classes to Add
I Student Schedule by Day & Time

ﬂ' Student Detail Schedule
B SR

Then select a term that is currently open for registration changes. If a PIN is required for the term you will see a prompt on the term selection where a PIN must
be entered before you can proceed.

: [ﬁ] HOFESTRA. Select a Term

Student Registration Selecta Term

Terms Open for Registration
Selecta Term
Fall Semester 2022 r

Terms Open for Registration Alternate PIN®

Select a term..

Continue
Confinue



If this is your first time viewing the term it will bring up an Acknowledgement of Financial Responsibility and information on the Tuition Refund Plan. You must
read and submit your response to the two agreements before you are able to proceed to online registration.

HOFSTRAUNIVERSITY
STUDENT ELECTRONIC SIGNATURE

‘You have been redirected to this web page for the purpose of obtaining your electronic signature which is required to be filed electronically once a semester, Without this approval you will not be allowed to register via the Hofstra web registration process, NOTE: For University policies, tuition

and fees Please refer to the University Undergraduate and Graduate bulletins for detail information.

Acknowledgement of Financial Responsibility. @ show agreement in new window

| do agree

O | do not agree - | understand that by selecting the ‘I do not agree' button | do nat want to use my electronic signature and | will register on paper (available at Memorial Hall).

Tuition Refund Plan (TRP) @ show agreement in new window
(0 | agree to purchase the TRP for the semaster at a cost of $188. | understand this charge will be added to my student account invoice. If | wish to cancel my enrcliment, | must email Bursar@hofstra.edu prigr to the start of the semester for which | am purchasing the plan, otherwise | will
remain responsible for the charge on my student account.

O I do not wish to purchase the TRP for the semester.

Save Information



If you agree to the Acknowledgement of Financial Responsibility, you will be taken to the class search form:

Find Classes Enter CRNs Schedule and Cptions

Enter Your Search Criteria

First Year Connections:

For Freshmen looking for information on courses, choose from the following links:
Fall First Year Connections Clusters

Fall First Year Connections Seminars

Spring First Year Connections Seminars

Term: Fall Semester 2022

Subject

Course Number [

Adtribute
Credit Hour Range o _
Keyword [
Open Sections Only (]

Search Clear v Advanced Search

From here you can search for courses by subject and course number, attributes (e.g. distribution categories, distance learning, etc.), credit hours, or by certain
course keywords. By selecting Advanced Search, additional options are presented which can make your searches more specific or allow you to search additional
course features like faculty, meeting times, etc.



Once the search is performed, the search results provide a list of courses that meet your search criteria. In the example below we have searched for Africana
Studies (AFST) courses.

Find Classes Enter CRNs Schedule and Options
Search Results — 6 Classes
Term: Fall Semester 2022  Subject: Africana Studies il

CRN * Subject < Course Non  Section ¥ Hours Title < Meeting Times Status Instructor Aftribute Linked Sections ﬁ-.

OEL 15
CC-Cross Cultural
CP-Creative Participation

91453 AFST 039 01 3 (CC CPIAMER EXP & AFRC.. |5l Wil =] | 02:40 AM - 11:05 AM Type: Class Bui 5 of5 seats remain.  Harvey-Salaam, Dyane (Pr. LDeralArs

( Add )
Transfer Cross Cultural
Transfer Hum-Creative Particip

UG Level A

| [ —

Clicking on the section title will bring up additional information about the course if it is available.

Class Details for (CC, CP) AMER EXP & AFRCN DNCE Africana Studies 039 01

8} Term: 202209 | CRN: 91453

Class Details ;
Associated Term: Fall Semester 2022

Bookstore Links CRN: 91453
Campus: Main Campus
Course Description Schedule Type: Lecture
Section Number: 01
Syllabus Subject: Africana Studies

Course Number: 039

il Title: (CC, CP) AMER EXF & AFRCN DNCE
Restrictions Credit Hours: 3

Grade Mode: Mo Section specified grade mode, please see Catalog
Instructor/Meeting Times link below for more information.

Enrollment/Waitlist
Corequisites
Prerequisites

Mutual Exclusion
Cross Listed Courses
Linked Sections

Fees

Catalog

| Close |
..



The full page shows the list of courses that you have selected in your search in the top pane. In the bottom left pane is a weekly calendar view which displays
your registered courses and any courses you have added to your Summary. The bottom right window shows all of your registered courses as well as any
registration changes you have not submitted yet. All of the columns and windows on this page can be sorted and adjusted in size or hidden.

Find Classes Enter CRNs Schedule and Options

Search Results — 6 Classes W

Term: Fall Semester 2022  Subject: Africana Studies
CRN ¢ Subject < Course Nun  Section & Hours Title < Meeting Times Status nstructor Attribute Linked Sections #_

OEL 15
CC-Cross Cultural
CP-Creative Participation

91453 AFST 039 01 3 (CC_CPIAMEREXP & AFRC . || Wl 7 5] 09:40 AM - 11:05 AM Type: Class Bui 5 of 5 seats remain.  Harvey-Salaam, Dyane (Pr..  D0STelAS Add
Transfer Cross Cultural

Transfer Hum-Creafive Particip

UG Level e

. £

B schedule iE schedule Details Summary

Class Schedule for Fall Semester 2022

Sunday Monday Tuesday Wednesday Thursday Friday Saturday No.reqlsterd o piending classes

Bam
Tam
gam
Sam
10am
11am

12pm
Total Hours | Registered: 0 | Billing: 0 | CEU: 0 | Min: 0 | Max: 0

Panels ~ [[] Conditional Add and Drop



If the class looks like one that meets your needs, click on the Add button next to the course. This will move it to your course Summary and your Schedule in a
“Pending” state, which is indicated in shaded gray. The Action selection on the course will default to “Web Registered” if you are adding it to your Summary for
the first time. Additional actions can be selected if you wish to waitlist, drop, or withdraw from a course.

Schedule iE schedule Details

Class Schedule for Fall Semester 2022

sunday Monday Tuesday

Bam

Sam

10am

11am

12pm

1om

Panels =

Wednesday

Thursday

[EC AMEREXP &
AFRCNDNCE

-

Friday Saturday

-

Summary
Title Details Hours
(CC_CP) AMER EXP & AFRC . AFST 039 01 3

Total Hours | Registered: 0 | Billing: 0| CEU: 0 | Min: 0 | Max: 0

CRN Schedule Type Status Action

91453 Lecture

Pending

[ Conditional Add and Drop

“Web Registered™

v

[ submit

Submitting the “Web Registered” action will move the course from “Pending” to a green “Registered” status in the Summary and move it from a shaded gray to
a solid color on the Schedule in the left pane. You can add multiple courses to the Summary and register for them or make other registration changes to existing

courses at the same time.

Schedule i€ scheduls Details

Class Schedule for Fall Semester 2022

Sunday Monday Tuesday

8am

9am
®)CC. CP)AMER EXP &

10am AFRCH DNCE

11am

12pm

1om

Panels -

Wednesday

Thursday

®)|CC, CP)AMER EXP &
AFRCN DNCE

Friday Saturday

Summary
Title Details Hours
(CC._CP)AMER EXF & AFRC AFST 039, 01 3

Total Hours | Registered: 2 | Billing: 3 | CEU: 0 | Min: 0 | Max: 39,269,609

CRN Schedule Type Status Action

81453 Lecture Registered MNone

(] Conditional Add and Drop

© Submit



Clicking the green Search Again button on the class search will take you back to the class search so you can continue to add more courses to your Summary.

Search Results — 6 Classes
Term: Fall Semester 2022 Subject: Africana Studies s
CRN ¥ Subject % Course Mun Section ¥ Hours Title z Meeting Times Status Instructor Aftribute Linked Sections ﬁ.
QEL 15

CC-Cross Cultural

CP-Creative Participation

91453 AFST 039 | [EE CRAMEREXPS (CC._CP)AMEREXP & AFRC . |= Wl Wi = 5| 09:40 AM - 11:05 AM Type: Class Bui 4of5seatsremain.  Harvey-Salaam Dyane (Pr_.  -I08T8IATE

Transfer Cross Cultural
Transfer Hum-Creative Particip

UG Level

If you attempt to register for a course but do not meet the requirements for registration, the system will alert you to any errors preventing that registration.
Common errors include things like course closures, missing prerequisites, missing corequisites, or time conflicts like the example below:

#* (& Rios, Christopher 1

Student Registration Select a Term Register for Classes © ANTH 001 CRN 90639: Time conflict with CRN

) 92485
Register for Classes

Find Classes Enter CRNs Schedule and Options

Search Results — 7 Classes
Term: Fall Semester 2022  Subject: Anthropology  Monday: True  Wednesday: True -

CRN ¢ Sut)jamc Course Nun Section Hours Title s Meeting Times Status Instructor Attribute Linked Sections

QEL 37
EH-Behavioral Social Sci

90639 ANTH 001 0 3 (BHIHUMANEVOLINANTH . [0 7l 7|7 /=] 09.40 AM - 11:05 AM Type: Class Bui 37 f 37 seats remain Buddenhagen, Anne (Prim...  -10®78 ATS

Transfer Behavioral Social Sci

UG Level

QEL37
Approved DL course
BH-Behavioral Social Sci

B schedule i€ schedule Details Summary

Class Schedule for Fall Semester 2022

Title Details Hours CRN Schedule Type Status Action #,
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Gam “ | (BH)HUMAN EVOL INANTH ... ANTH 001, 01 2 90639 Lecture Errors Preventing Regi Remove -
Fam 4 (CC_CP)AMER EXP & AFRC AFST 039, 01 3 91453 Lecture Registered MNone v
y s (NS) HUMAN BICLOGY BIOL 004, 01 3 92485 Lecture Registered MNone v
am
» (NS) HUMAN BIOLOGY BIOL 004, 02L 0 92487 Sub-Section Registered None v
9am
(BHHULIAN EVOL N J (EHHULaN EvOL iV
ANTH PREF ANTH PREF
10am
11am Total Hours | Registered: & | Billing: & | CEU: 0 | Min: 0 | Max: 20,800,099

| Panels a | [ Conditional Add and Drop Submit ||



Linked Sections

Courses that require another section registration will have a “View Linked” button in the Linked Sections column of the search. These courses are often lectures
that require a lab component in the same term. In the example below, this BIOL 004 001 (CRN: 92485) lecture section requires a lab section as well.

CRN ¥ Subject ¥ course Nom Section ¥ Hours Title ¢ Meeting Times Status nstructor Aftribute Linked Sections ﬁ-,
OEL 40
Liberal Arts
39 of 40 seats rem_
92485 BIOL 004 01 3 (NS) HUMAN BIOLOGY s T 7 F[s] 10:10 AM - 11:05 AM Type: Class Bui 100 of 100 wailist ... SNl carce Q View Linked Add

¢ LINKED Transfer Natural Science

UG Level

Clicking the “View Linked” button will show you all of the valid sections that are required subsections for the class. The course you have already selected on the
previous page will show its title and CRN at the top of each selection.

Linked Sections

Back To Search Results Term: Fall Semester 2022  Subject: EBiology - BIOL

Title : (NS) HUMAN BIOLOGY Schedule Type : Lecture CRN: 92485 Add Al
CRN Subject Course Numbe  Section Hours Title Meeting Times Status Instructor Aftribute
CEL 40
Liberal Aris
20 of 20 seais remain
92487 BIOL 004 2L 0 (NS} HUMAN BIOLOGY s[w|7 w7 S| 02:40 PM - 04:35 PM Type: Class Building: GIT 100 of 100 waitlist seats... IeS-Namial:Sciencs

& LINKED Transfer Natural Science

UG Level

Total Hours : 0

When you find the additional section you wish to add, simply click the “Add All” button and it will bring both courses onto your course Summary. In the example
below we have chosen BIOL 004 01 and its lab section BIOL 004 02L. From here you can submit your registration changes as normal.

) Szmmar'_n.ur
Title Details Hours CRN Schedule Type Status Action -ﬁ-,
“ | (NS} HUMAN BICLOGY BIOL 004, 01 3 92485 Lecture Pending “Web Registered™ v
1 (WS) HUMAN BIOLOGY BIOL 004, 020 0 92487 Sub-Section Pending “Web Registereg™ %
= (CC_CP)AMER EXF & AFRC... AFST 039, 01 3 91453 Lecturs Registered MNone v




Adding Multiple CRNs at Once

If you already know the CRNs (Course Registration Number) of the courses you wish to add to your schedule, you can add these directly to your Summary by
selecting the “Enter CRNs” tab next to the default “Find Classes” tab at the top of the screen.

Find Classes Enter CRNs Schedule and Options

Enter Course Reference Numbers (CRNs) to Register
Term: Fall Semester 2022

cRN | 90805 INSTRUMENTAL ANALYSIS CHEM 124, 01
CRN | 91430 COMPOSITION WSC 001, 17
CRN | |

+ Add Another CEN (SR LR i1 ET

If you add an invalid CRN, the system will let you know and prevent you from adding the course.

Enter Course Reference Numbers (CRNs) to Register
Term: Fall Semester 2022

CEN [ 54512 J @) Section 202209 84512 not a valid CRN.

CRN | |

+ Add Another CEN Add to Summary




Waitlisting Courses

Some courses may have a registration waitlist set up by the department. In the event a section you would like to register for is full, you can add yourself to the
waitlist. If seats become available in the waitlisted section, the students on the waitlist will have first priority to register for the section and will be contacted
when they are eligible for an open seat. If a waitlist exists for the course, it will appear with a blue alert icon in the Status column indicating the number of
waitlist slots available. In the example below, this section of CHEM 003A has 30 waitlist seats available.

Search Results — 12 Classes W
Term: Fall Semester 2022  Subject: Chemisiry Monday: True  Wednesday: True =
&
OEL 35
Liberal Arts
0 MS8-Natural Science
= = - 04 o FULL: 0 of 0 seats re. . .
93105 CHEM 003A QRS 3 [NS) GENERAL CHEMISTRY | s 7 77| =] 02:40 PM - 04:35 PM Type: Class Bu Chabra_Jennifer (Primary) UBNINElve Regsoaing Cotrse Add

W 30 of 30 waitlist seats...

Transfer Natural Science

UG Level

After you add the course to your summary select the “Waitlist” action from the Action drop down.

Summary
Title Details Hours CRN Schedule Type Status Action ﬁ-,
(NS) GENERAL CHEMISTRY ! CHEMO003A, QRS 3 23105 Lecture Penging lait List v
(BH)HUMAMN EVOL IN ANTH ... ANTH 001, 01 3 90639 Lecture Registered Mone v
(CC, CP)AMER EXP & AFRC... AFST 029, 01 3 91453 Lecture Registered MNone \

Total Hours | Registered: G | Billing: G| CEUWU: 0 | Min: 0 | Max: 289,020 500

[] Conditional Add and Drop  Submit



Submitting the “Wait List” action will move the course from “Pending” to a green “Waitlisted” status in the Summary and move it from gray to color on the
Schedule in the left pane. Waitlisting a course does not mean you are registered in that section. Only courses with a “Registered” status are considered

registered sections.

Summary
Title Details Hours CREN Scheduls Type Status Action ﬁ,
{NS) GEMERAL CHEMISTRY | CHEMO003A QR2 O 93105 Lecture Waitlisfed Mone v
(BHHUMAMN EVOL IN ANTH ... ANTH 001, 01 3 90639 Lecture Fegistered Mone r
(CC, CP)AMER EXF & AFRC... AFST 039, M 3 91453 Lecture Regiztered Mone v

Total Hours | Registered: G | Billing: § | CEW: 0 | Min: 0 | Max: 599,000 890

[] Conditional Add and Drop Submit



Conditional Add and Drop

If you are making multiple changes to your registration at the same time, you have the option to selection the “Conditional Add and Drop” checkbox next to the
Submit button. Checking this box will indicate that you only want to make changes to your course registration if all of the changes you are making can be made.
In the example below, the student is dropping the BIOL 004 lab and lecture sections and wants to add a section of ANTH 001. By checking the Conditional Add
and Drop box, the drop of the BIOL 004 sections will only happen if the system can also add the ANTH 001 section at the same time. This prevents losing a seat in
a section or sections the student was already registered for if they can’t add the new section for any reason.

-

Summary
Title Details Hours CRN Schedule Type Status Action ﬁ-,
(BHIHUMAN EVOL INANTH ... ANTH 001, 04 3 90630 Lecture Pending “*Web Registered™ v
{CC, _CP)AMER EXF & AFRC. .. AFST 039, 01 3 91453 Lecture Registered Mone v
(NS) HUMAN BIOLOGY BIOL 004, 01 3 92485 Lecture Regiztered Web Drop/Delete \
(NS} HUMAN BIOLOGY EIOL 004, 02L 0 92437 Sub-Section Registered Web Drop/Delete v

Total Hours | Registered: 6 | Billimg: G | CEUW: O | Min: O | Max: 289,929 205

Conditional Add and Drop




